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GENTLEMEN.—I transmit herewith a copy of a Uniform System
of Accounts for Villages formulated by me under authority of
Article 3 of the General Municipal Law.

Comptroller.
[3]

UNIFORM SYSTEM OF ACCOUNTING FOR
VILLAGES
INTRODUCTION
There are now about 490 incorporated villages in the State
of New York. These owe their corporate existence either to
special charters passed prior to the adoption of the Constitution of
1874 or to general laws of the State. In many instances villages
incorporated under special statutes have reincorporated under the
general laws.
Generally speaking the framework of village government is the
same whether the incorporation be under special statutes or general laws, the principal differences being, so far as accounting
problems are concerned, in the requirements prescribing the funds
to be kept, Section 101 of the Village Law specifies the funds to
be kept. The segregation of the General Law is believed to be
binding on all villages incorporated under the general law and
on all other villages, except where unequivocal directions otherwise are found in special charters.
All villages have a board of trustees, including the President,
a clerk, and a treasurer. The board of trustees is the managing
body charged with the duty of auditing claims against the village
which are payable by the treasurer. The clerk is the recording
officer of the municipality and in some instances in effect its
actual manager. The treasurer is the chief fiscal officer, and sometimes the tax collector, and is charged with the responsibility of
receiving and disbursing the village funds.
Duties of Trustees
The general powers of the board of trustees are enumerated
in section 89 of the Village Law. By subdivision 21 of this section
the trustees, except where similar powers are conferred upon other
boards or commissions, are charged with the duty of auditing "all
bills and accounts and all claims ::'or damages against the village."
No claim may be audited, except when verified and its audit must
be entered in the minutes. Compensation for services of employees
or officers, regularly engaged by the village at agreed wages or salaries by the week, month or year, may be paid by orders drawn
on the treasurer, duly signed by the president and countersigned
by the clerk, for services actually rendered or performed and without specific audit by the board other than the original authorization to engage such employees or officers.
[53
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By section 102 of the Village Law, the board of trustees is required after the close of each fiscal year and at least ten days
before the next annual election to make a statement of the total
amount of village taxes which its members estimate to be necessary to be raised during the next fiscal year, specifying the amount
for each fund.
This is the only provision in the Village Law which hints at
the necessity for the preparation of a budget and even this is
not binding on a succeeding board of trustees, as will be seen
by reference to section 110.
Section 110 provides that the board of trustees (the new board
organized subsequent to the filing of the estimate referred to in
§ 102) upon the expiration of fifteen days after the completion of
the assessment roll shall levy the tax for the current fiscal year;
enumerates particular purposes for which the levy must be made,
including " such additional sums as shall be deemed necessary
to meet all other expenditures of the village for the current fiscal
year," not exceeding a stated per centum of the assessed valuation
of the village.
The conduct of business at. meetings of village boards is largely
informal. Even in the larger villages the business is not. so voluminous but that each acting member should have an intimate
knowledge of village affairs. This intimate knowledge is especially valuable in the audit of claims and in the determination of
the amounts to be included in the tax levy. It is not deemed
necessary to prescribe a budget in items or in details, except that
such items or details as might be used to show the aggregate for
each fund might be inserted for explanatory purposes only and
not for the control of expenditures.
As pointed out above, there is no explicit language in the Village Law which requires villages to adopt a budget and under
Article 3 of the General Municipal Law, the Comptroller is without authority to impose a budget on villages, except it. be in connection with a system of accounts.
A municipal budget has been defined as
"the formal, complete, final statement of the proposed
financial plan for the fiscal period, comprising the authorized
municipal expenditures for that period correlated with the
estimated revenues and other means of meeting such expenditures.
It is intended to be, and should be. used as an instrument
of financial control. The various appropriations for expenditures are in the nature of allowances to be expended by the
officers of the city for the several purposes named in the budget."
This definition is based on provisions of law applicable to municipalities other than villages, and may not properly be applied
to villages because there is no valid reason requiring the board
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of trustees, by this method, to retain control over expenditures.
The board of trustees levies the taxes, it incurs or authorizes the
incurring of the obligation, and it audits the bills and directs
payment thereof.
Attention is also called to the fact that if, with reference to
villages, the word " b u d g e t " is used confusion may follow as to
whether we mean the estimate required to be made by section
102 of the Village Law, called in the law "Annual Financial
Statement," or an explanatory statement to be used in connection
with the duties prescribed by section 110 of the Village Law.
which is entitled "Annual Tax Levy."
I have shown above that the annual financial statement referred
to in section 102 of the Village Law is not binding on the board
of trustees making the levy, and I believe that if any kind of a
statement be required it shall be one to be used in connection with
the tax levy (Section 110 of the Village Law) and instead of
using the term "Budget." it. may be called "Statement of amount
of taxes to be levied."
I suggest that such statement be in the following form.
Village of Nemo

Total Assessed
Valuation $

Statement of the taxes to be levied
for the fiscal year beginninq
March 1, 1925
Pursuant to the provisions of section 110 of the Village Law,
the board of trustees of the village of Nemo does hereby determine
necessary to be levied upon the taxable property of said village
for the fiscal year beginning March 1, 1925. the following sums,
including the total amount of the indebtedness of the village lawfully contracted, which will become due and payable during the
current fiscal year, and also including such sums as were authorized at the last preceding annual election, or at a special election
for which a special tax warrant has not been issued.
Street Fund
Salaries, wages and fees
Office expenses
Street cleaning
Maintenance and care
Sidewalks and curbing
Street lights
Water Fund
Salaries, wages and fees
Office expenses
Equipment and repairs
Materials and supplies
Water debt

$30,000 00
$10,000
500
8,500
5,000
2,500
3,500
._
$5,000
250
5,000
1,750
3,000

00
00
00
00
00
00
15,000 00
00
00
00
00
00
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Light Fund
Salaries, wages and fees
Office expenses
Equipment, and repairs
Materials and supplies
Light debt

$5,000
250
5,000
1,750
3,000

00
00
00
00
00

Sewer Fund
Salaries, wages and fees
Office expenses
Equipment and repairs
Materials and supplies

$2,500
250
2,750
1,000

00
00
00
00

Cemetery Fund
Salaries, wages and fees
Other expenses

$2,500 00
500 00

Park Fund
Salaries, wages and fees
Equipment and repairs
Materials and supplies
Other expenses

$2,500
500
1,500
500

00
00
00
00

$10,000
1,500
500
1,000
250
10,000
35,000
25.000
1,500
2,500
3.000
5,000
10,000

00
00
00
00
00
00
00
00
00
00
00
00
00

General Fund
Salaries, wages and fees
Office expense
Printing and advertising
Rent and taxes
Premium on bonds
Elections
Police department
Fire department.
Village lock-up
Health department
Library
Interest on debt
Bonded debt
Special Funds
Additional sum authorized at general election for repairs to
village lock-up
Total
Less contributions from
sinking
funds applicable to reduce levy for
bonded debt
Less cash on hand
Total to be levied

15,000 00

6,500 00

3,000 00

5,000 00

105,250 00

$1,500 00

$1,500 00
$181,250 00
$6,000 00
30,250 00
36,250 00
$145,000 00
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The itemization in the foregoing is intended to be exemplary
and may be changed in each village to fit the particular needs. It
is required, however, that the aggregate for each fund be shown.
Alternative Form of Estimate
If more details be desired, I submit that a statement may be
prepared which will show the estimated requirements for each
office, bureau, department and purpose shown in the detailed statement of disbursements in the annual report to the State Comptroller, in substantially the following form:
(Preface omitted)
Board of trustees
Compensation
$
Publication of notices
Counsel
Office and other expenses
Village President
Compensation
Office and other expenses

$

Village Clerk
Compensation
Office and other expenses

$

$

$.

$.

Continue to list the items as they appear on page 8 and upwards
of treasurer's report and upon arriving at the total segregate into
funds in the following manner:
Street Fund
Water Fund
Light Fund
Sewer Fund
Cemetery Fund
Park Fund
General Fund
Special Funds

$30,000
15,000
15,000
6,500
3.000
5,000
105,250
1,500

:

Total
Less contributions and cash on hand
Total to be levied

-

00
00
00
00
00
00
00
00
$181,250 00
36,250 00
$145,000 00

10

UNIFORM SYSTEM OF A C C O U N T S

The Village Clerk
Section 82 of the Village Law requires the village clerk to
"keep an accurate account of all orders drawn on the treasurer of the village, showing the persons to whom, and the fund
from which, the amount of each order is to be paid."
Although a stock book which answers the requirements of the
clerk is available not all village clerks are using such a record.
Some believe compliance with the statute is had by the use of an
order book with stubs retained after the order is detached, the
stub containing the name of the payee, the amount of the claim
and the name of the fund to which the order is to be charged.
I believe the clerk should be required to keep a columnar ruled
book with columns properly entitled to develop totals for as many
funds as are kept in the treasurer's record. This will not only
be in strict compliance with the statute, but will also furnish totals
for ready comparison with the totals in the treasurer's books.
The Treasurer's Records
In formulating a system of accounts, I have endeavored to prescribe books in such forms as. will not only be complete, but will
also enable the treasurer to prepare the reports which by statute
he is required to file with the board of trustees and with the State
Comptroller.
I believe the Comptroller ought not to give his approval to any
system which is neither modern nor complete. A single entry
set of books may meet all the requirements in all of the villages
and is sure to meet with the approval of many village treasurers,
who are unfamiliar with the elementary principles of double entry,
However, single entry systems are now regarded as archaic and
hence, if for no other reason, ought not to be recommended.
A system which does not include a record of assets and liabilities
is incomplete and ought not to be recommended. "Where a single
entry system is being operated on a cash basis, memorandum accounts are found which may contain all desired information, but
because the accounts are, scattered and memoranda too much depends upon the memory of the particular operator.
For the treasurer, I recommend the use of the following books:
A.
B.
C.
D.
E.

Cash Book.
Journal.
Ledger.
Sub-ledger or Distribution Book.
Trial Balance.

VILLAGES
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A — Cash Book
The ("ash Book is a specially ruled book with columns entitled
as follows:
Receipt Side
1. Number or reference to letter of transmittal.
2. Date.
3. Received from.
4. Check (√) or folio if desired.
5. Distribution Book.
6. Check ( √ ) or folio if desired.
7. Fund or Account.
8. Cash.
9. Trust Cash.
10.
.
Disbursement Side
1. Voucher Number.
2. Date.

3. Paid to.
4. Check (√) or folio if desired.
5. Distribution Book.
6. Check (√) or folio if desired.
7. Fund or Account.
8. Cash.
9. Trust Cash.
10.
The Cash Book may be a single volume with receipts and disbursements on opposite pages, or with receipts and disbursements
separately bound making two parts, one to be called Cash Receipts,
and the other Cash Disbursements. In smaller villages, the sin
gle volume will probably be preferred. In the larger villages
the subdivision of the book into two parts will be in the interest
of economy, because the entries on the disbursement side will in
number largely exceed the entries on the receipt side and hence,
the receipt book may contain fewer pages than the record of dis
bursements.
Description and use of the several columns
The cash book, the treasurer's most important book and his
book of original entry, should be in detail, recording separately
every transaction dealing with the flow of cash in and out of the
treasury. Vouchers for entries on payment side are always num
bered and a similar numbering of letters of transmittal accompany
ing payments to the treasurer is desirable. Such numbers will
be entered in column No. 1.
Column No. 2 will show the date of receipt or payment as the
case may be.
Column No. .? will show the name of the person paying or the
person to whom payment is made.
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Column No. 4 is used for checking or, if desired, for entering
the number of the page in the. distribution book to which the item
in Column No. 5 is posted.
Column No. 5 contains the descriptive title of the item received
or paid to be posted to the sub-ledger or Distribution Book, e. g.,
Board of Trustees, Compensation. The amount of the item is
entered in Column 8 or 9.
Column No. 6 is vised for checking or, if desired for entering
the number of the page in the ledger to which the item in column
No. 7 is posted.
Column No. 7 contains the name of the Fund to which the item
is to be posted in the, ledger, e. g., General Fund. The amount of
the item is entered in Column 8 or 9.
Column No. 8 will be the amount received from or paid to persons whose names appear in Column No. 3, except in the case
of receipts and payments of Trust Cash which will be entered
in Column No. 9.
Column No. .9 will show the receipt and payment of items commonly known as trust, items and which, it is believed, ought to
he kept separate from all other cash.
Some objection may be raised to the inclusion of all cash, except
Trust Cash in a single column, and the argument may be offered
that Cash should be subdivided into other groups e. g., assessment, capital, water, etc. Segregation of cash into groups theoretically but not always in fact prevents the use of, for instance,
the proceeds of bonds (Capital Cash) for current expenses. This
is a consummation much to be desired, and may be attained by
the use of separate bank accounts, thus avoiding the bookkeeping
difficulties which follow the segregation of accounts into groups.
In recommending the use of a single column for Cash, except
Trust, and the corresponding use of a single cash account for
all cash except Trust Cash in the Ledger. I have had in mind the
form of the treasurers report to the State Comptroller which is
on a cash basis and does not require subdivision of cash into
groups.
It is intended that postings of cash from the cash book to cash
accounts in the ledger shall be made periodically from totals.,
That is to say at such intervals as the treasurer shall determine,
weekly, bi-monthly or monthly, the cash columns will be totaled,
and the amounts posted to the proper sides of the cash accounts
in the ledger.
With reference to the subdivision of items of receipts and disbursements into funds, I have given consideration to two plans;
that described herein and another having a cash book with columns to develop totals for posting to the various funds. My objection to the second plan and my principal reason for discarding
it is because of uncertainty in determining the number of columns
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required to meet conditions in all villages and because to provide a number to meet all conditions would necessitate the use
of a columnar ruled book which would be too large and too cumbersome to handle. 1 have, therefore, adopted the plan described
herein, showing that so far as funds are concerned, as many
pages may be used in the ledger as may be needed to meet all
conditions.
The use of a loose leaf ledger will contribute to elasticity and
readiness of extension.
The Journal
Any ordinary or commercial form of journal may be used.
The journal is used for original entries recording all non-cash
transactions.
These will include charges against the tax collector, setting up the budget, transfers between funds and corrections.
The Ledger
I recommend the use of a loose leaf ledger with sheets ruled
in the ordinary commercial form, carrying the following accounts.
( A) Cash.
(B) Trust Cash.
(C) Tax Collector or Receiver of Taxes.
(D) Tax Arrears.
(E) Tax Sale.
(F) Tax Real Estate or Tax Sale Certificates.
(G) Accounts Receivable.
(H) Assessments Receivable.
(I) Estimated Revenues.
( J ) Loans.
(K) Trust Funds.
(L) An account for each fund following as closely as possible
the terminology found in Section 101 of the Village Law.
(M) Surplus.
(N) Village Property.
(A and B) Cash and Trust Cash
These accounts will be debited and credited with the totals developed in the cash columns in the cash book.
(C) Tax Collector or Receiver of Taxes
This account will be debited with the total of the tax roll when
delivered to the collector or receiver and credited from time to
time when collections are paid to the treasurer. At the expiration of the time named in the tax warrant, the collector or receiver will be credited with the amount of unpaid items and the
account closed.
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(D) Tax Arrears
This account will be debited with the amount of unpaid taxes
returned by the collector and will be credited from time to time
with amounts collected and paid to the treasurer. Accretions to
taxes in the nature of interest and penalties should not be credited to this account, but to General Fund under the denomination ''Interest and Penalties on Taxes."
(E) Tax Sales
(F) Tax Real Estate or Tax Sale Certificates
Few, if any, villages enforce the collection of delinquent taxes
by tax sale, a method which may be adopted by villages (See
Village Law § 133). If this method be adopted, the Tax Sale account will be debited with the amount in the account called Arrears of Taxes offered for sale and credited by the amount of
cash paid by purchasers and, if parcels are bid in in the name of
the village, by the amount sold to the village. The amount sold
to the village will be debited to an account called Tax Real Estate
or Tax Sale Certificates.

(G) Accounts Receivable
This account is intended to show the amounts due the village
as the result of the service of a department of the village. The
debits to this account will be based on reports which should be
required from department heads and credits will be from the
cash book.
(H) Assessments Receivable
Upon the completion of an assessable improvement, this account
will be charged with the amount due from the owners of the property against whom the assessments are levied and a corresponding
credit given to fund, e. g. Street Fund, Sewer Fund, against
which the expense was charged while the work was in progress.
The account will be credited with payments as and when made.
This account will
nues are anticipated
so used this account
will be closed into

(I) Estimated Revenues
be required only when some part of the reveand used in reduction of the tax levy. When
will be debited with the amount so used.
It
surplus.

(J) Loans
This is a liability account embracing all loans;—to be credited
when a loan is negotiated and debited when the loan is paid.
It may be desirable to subdivide this account to show current,
capital and assessment loans. The subdivison may be accomplished by the use of separate accounts for each character of loan
or by entries in a subsidiary record.
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(K) Trust Funds
This account will show the aggregate receipts and disbursements
of all the trust funds in the custody of the treasurer and which
will be principally pension funds. If there be more than one
fund, a. subsidiary record should show transactions in each fund.
(L) Fund Accounts
An account should be kept in the name of each fund, following
as closely as possible the terminology found in section 101 of the
Village Law, except in villages where the charter expressly names
the funds which shall be kept.
These accounts will be credited by way' of the journal with the
amounts appropriated therefor in the budget or statement of taxes
to be levied. They will also be credited with the miscellaneous
revenues received from time to time and which are first entered
in the cash book. They will also be credited with items in the
nature of refunds, such for example, as assessments charged
against persons or property liable therefor and restored to the
fund from which the expense was paid in the first instances (See
Assessments Receivable, Supra).
The debits to these accounts will be principally from the cash
book and in the aggregate will show the total expenses of the
village.
(M) Surplus Account
All expense accounts are to be closed into surplus at the close
of each fiscal year.
(N) Village Property
This will be a debit account showing the value, assessed or appraised, of village property.
Sub-Ledger or Distribution Book
Nearly all village treasurers experience difficulty in obtaining a
proper analyzation of receipts and of payments for insertion in
the annual report to the State Comptroller. Many defer analyzing
the year's work until after the completion of the year's business,
involving handling and examining the vouchers paid during the
period. To facilitate this work, I suggest the use of a sub-ledger
or distribution book to take postings from Columns No. 5 in the
Cash Book.
This book may be any form of columnar ruled book with specification columns to develop totals under titles to correspond to the
titles in the report to the Comptroller.
An ideal form would provide a page for each of the black face
type titles in the report to the Comptroller, with columns entitled
to correspond to each of the subdivisions of the report, in the following form:
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For Receipts
Page title — Taxes.
Columnar titles:
Property and Poll Taxes.
Bank Stock Taxes.
Personal Income Taxes.
Corporation Income Taxes.
Page title — Interest
Columnar titles:
On taxes.
On deposits.
On special assessments.
On trust funds.
On investments.
On sinking funds.

Continue to list as on pages 4, 5, 6 and 7 of report to State
Comptroller.
Page 50.

For Payments
Page title — Board of Trustees.
Columnar titles:
Compensation.
Publication of notices.
Counsel.
Office and other expenses.

Page 51. Page title — Village President.
Columnar titles:
Compensation.
Office and other expenses.
Page 52.

Page title — Village Clerk.
Columnar titles:
Compensation.
Office and other expenses.
Continue to list as on page 8 and upwards of report to State
Comptroller.

ADDENDA

It has been suggested that the village officials should be permitted to have the cash book columnar ruled to show each fund
kept rather than but one column for fund accounts which requires
a, posting of each item to the proper fund account in the ledger,
and prohibits a posting of totals by pages or by periods (week,
month, etc.) if this be desirable, and that this will not materially
affect the uniformity of the system.
It has also been suggested that if, in the smaller villages where
the treasurer and clerk have merely nominal compensation, it be
desired to keep only a cash book columnar ruled for funds, with
subsidiary books or accounts for recording the tax levy, and for
assessment accounts, and arrearages this be permitted so long as
by so doing the actual and fiscal condition of the village is sufficiently and accurately reflected and furnishes the data required
for the report to the Comptroller.
[17]
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